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Office of the Chief Surgeon

Authority conteined and approvel under Agency
Position No. 3331, CSC 3275

Medicel Consultents end Contract Physiciang

Authority contsined under Project No. E-AS8-45-50
entitled "Medical Consultents Progrem",
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Note: For the entire Medical Division there is but one Clerk Stent, as such,
aided to a smell degree by the occasional efforts of the Receptionist.
one, employee is expected to meintsin all the files, some fourteen, to
accomplish all secretsrial work for the Chief Surgeon and three medicsl
officers and other personnel. A minimum of two additional sre required to
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Administrative Branch

meet bezsic present needs. et At AT’ @ 8 o

I.

II.
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Genersl Administrsation of the Division.
A. HMaintensnce of gpecizl and general filles.
B. Clericel, stenogrephicsl and receptionist duties.

D, Division personmer’s ——

of personn
1. Personnel records snd reporte.

D. Division personnel diitiés. ~

ILLEGIB

2. Personnel actions, promotions, trensfers, efficiency rsting, etc.

3. Interview, congiderstion of prospective division employees.
4o Coordination with the rersonnel Division in the cresation,

changing and job descriptions.

Security.

A. PEnforce and Institute proper security measures for the Tivision.

B. Compliance with Agency Security Requirements.
1. Meintenance of Staff duty roster.

2, Meintenance and submission of Security Reportsz.

Policy.

A. Study =nd creation of basic mediczl zdministrative policy, at

C.1.4. Surgeon's direction.

B. Writing and effecting Agency "Instructions" and ™Notices" of =z

nature pertaining to the medical field.

Qrgenizetion.

L. Planning snd effecting orgenizstional change for mansgement

approval.,
1. Creation of new T/O.
2. Altering or chenging T/0.

B. Effecting chenge in internal organization and/or operation.

Prograem plenning and operation.
A. Health rooms - opening, closing, sdministration.
B. X-rey survey - planning snd effecting.
C. Overseas - mediczl operatlon.
1. Specilal.
2. Plenning and establishment of installations
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VI. Lisison.
A. Agency Offices.
B. Other pertinent government agencies.

LA 1 .
i zfpp:‘}gsist in the formuletion snd establishment of Agency
medical supply policy.
B. FEstablishment of procedure. '
¢. i#inal suthorlty and sccount of medical supplies zs guided
by policies of the C.I.A. Surgeon.
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Professional Steff (overt)

Professionel responsibility:

I. The development and pertection of &n Agency Preventive Medicine
Progrem #*,

IT. Preventive Medecine rrogram.
A. Physical examinstions:

1946 ~47 1091
Y 1947-48 2049
1942-49 z25H28
1949-50 4042

1. Entry on duty.

2. Forelgn service

. Reassignment

. Annusl

. Militery

¥ollow-up

. Following sickness snd absenteeism.
. Miscellaneocus »

XN~ oW

B. Heelth Educetion end follow-up.

1. Professionsl lectures

2. Collsborzte with Azency Sefety Comaittes.
3. Program of case finding:

e, Communicsble disezse control

b. Mass x-rsy survey.

C. Diegnosis and edvisory cervice:

1. Professicned evelugtion =7 +he empiove cg symptoms.

2. Hedicel suidsnce of the employes.

3. Raferral

%o Apovoprinte intorore’scion of the employee's medicol voblen,
&. To the employee.
b. Supervisors.
c. Appropriate agency officers.

D. Emergency Medical care.
1. Illness and injury in line of duty or proximately caused

by it:

a. Emergency on the spot treatment.

b. Decision of disposition and hospitalization.

¢. Orgenization snd operation for disaster.

d. Coordination with Agency General Coumsel and with
Employees Compensation Bureau on liability cases
and claims.
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e. Subsequent care of employees, as authorized by the
Bureau of Employees Compensation.

2. FBEmergency care of employees suffering from non service
connected illness or injury.

3. Special trestment of the individual at the request of his
private physician, if it will enable the employee to
remein on the job.

4. Establishment of Agency preventive health measures.

II. Military Medical Support.
Complete medical service, within ability of the Medical Division,
for militery personnel snd dependants.

A. Consultatibn, advisory and diagnostic service.

B. Emergency and clinical treatment.
C. "Out-Patient" service.’

3¢ Public Law 558
Public Law 110
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Professional staff (Covert)

Active service and operation with OPC and 080.

I. Plenning
I1I, Advisory.
III. Consultative.
IV. Participation in programs.
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Nursing Branch

According to a ratio based on existing prazctices in industry and
suggested by Committee to study the duties of Nurses of the Public
Heslth Nursing section, American Public Health Assn, Public Health
RNursing, July 1943, p. 394. Suzgested by Public Health reports
Vol 61, No. 46, pazes 1541 - 1654 in a discussion pf Public Law 658
"A Suggested plan for a Preventive Medical Program in a Federal
Employees' Health Service". An adequate staff of nurses for this
Agency in the domestic service would be & minimum of gix - there are
four

I. ©Supplement Agency Preventive Medecine Program.¥

A, Interviewing.
B. Health Counseling.

194647 | 494,
1947-48 Al
1948-49 1,525
1949-50 1,224

C. Hezlth Instruction.
D. Case Finding end follow up.

1948-49 153
1949-50 222

E. Trestment of on the job illness.
F. Collaboration, participation, planning, initiation,
carrying out - health education and case finding.
G. Under direction of the physician, research in:
1. Progrem plannirng.
2. Improvement of methods.
3. Diseasze prevention.
4. Reduction of absenteelsm.
H. Maintaining approved systems of records &nd reports.
I. Compiling records and reports.
J. Cooperating with physiclians during examinetion or treatment.
K. #ppraisal and referral of ceses to sppropriaste available
resources.
L. Liaison between:
1. Employee snd his physicisn.
2. Agency rhysicien and appropriate personnel &t various
levelcs.

3. Agency Physicisn, and personnel ol community resources.
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M. Msintaining visiting nurse service program.
1. Health rooms. : .
! 2. Scheduled, daily visits to designated "Health rooms
: 3. Operation of sub-dispensary.

II. Emergency ‘Ireatment:
A. On the job illness or injury caused or proximately caused

by it.
B. Illness or injury other than in line of duty.

Agency Personnel Other Orgenizations
25X9A2 1946-47 194647 375
1947-48 1947-48 314
1948-49 1948-49 312
1949-50 1949-50 176

C. Physical examination. (Assist examining physician in the
examination of all femsles.) ]
D. Processing and assisting Employees' Compensation Ceses

1946-47 374
1947-48 539
1948-49 715
1949-50 367

# Public Law 658
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Supply Branch

Operation and administration of Agency Medical Supply.*®

I. Administration:
A. Meintenance of basic records.
B, Operation of requisitioning procedure.
C. Accountebility and sllied records.
D. Coordination end liaison with Services.
E. Inventory.
F. Review of &ll Agency Medicel requisitions, approval or
disapproval.

II. Domestic Supply.
A. Msnufacture (Phermacy) _
B. Replenishment and supply of domestic consumption.
1. Heelth rooms.
2. Requisition.
3, Individual employees.
C. Acguisition of supplies and eguipment.
1. Purchase:
a. Specisl, expedite orders, emergency orders.
b. Routine.
2. Stock (Items of routine and regular re;uirement and
consumption, levels masintained in warehouse.)

III. TForeign Supply:
A. Preparation of special kits.
1. ror individual employees.
2. For shipment.
B. ¥illing requlsitions.
C. Procurement of special items.
D. Expedite orders, rush shipments.

Iv. Supply Operation.
A. Mmaintenence of materisl and the study of statistics for the
establishment of items to stock snd proper levels.

B. The study snd the esteblishment of tables of basic sllowsnces.

V. Operation of Pharmecy.
4. Compounding.
B. ¥illins prescriptions.
C. Supplementary filiing of kits snd reacuisitions:
1. rarticular size or esmount of item.
o, perticulsr strength or form, as liquic or solic.
3. Method of peckegling.

VI. Storage
k. Proper methods end conditlons.
1. Proper temperature.
2. Effect of light and derkness.
Approved F3r Risloaie200 /$470PY GIA-RDATS-b858BA0DYY ovp3odoucy Lora tion.
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'VII. Pharmeceuticsl and Medicazl Supply Informetion.

k.

B.

Collection snd meaintensnce of lifersture zné sources of
informetion relating to Pharmaceuticel products,
manufscturers, price and availability.
The origin, formation, compilation &nd meintenance or &
"Meterie Medice".
1. Informetion concerning foreign pharmeceuticals end druge.
a. Commerciel snd product nane.
b. Counttry.
c. Manufecturer.
d. Strength.
e. Informetion #s to use, dosage.
f, Availebllity.
g. Cross indexed to similer U.S. product.
2. Informetion concerning domestic pharmeceuticels and drugs.
e, A1l such deteils &s are included under peresgreph 1.
Bagic librury of Phermeceutical publicztions, brochures,
pamphlets and papers.,

D. Preparation of papers end answers to technicel ingueries.
E. Research projects.
x  administretive Instruction|JJffjj 3 sen. 1950, 25X1A
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Technicsal Branch

I. Phy sio Therupy

4.
B.

Supervigion - technicel staff.
Therespeuticel trestments.
l. Short Wave diathermy.

1948-49 873
1949-50 : 265

2. Ultra violet

1948-49 433

1949-50 118
3. Infres Red

1948-49 156

1949-50 107
4. Massege

1948-49 156

1949-50 107

(Iue to & heevy snd steady increese of work load, restriction
of service to only the essentiel has resulted in a forced
reduction of therageutic service.)

c.

E.
F,
G.

Supplementing Physicel examining process.

1. Eye testing and rating. (Ortho rater, Smellen test,
Color tests)
194849 2,333
1949-50 4,133

2. Blood pressure &nd pulse.

1948-49 2,390
1949-50 4,131

2. Other examinstions:
8. Cheuffers exsminetion,
b. fuditory examinetion.
c. Height and weight check,

Flectrocardiogrephic exsminetions. (There has been &n
increcse of several hundred per cent end there will be
continued increese. An scditional requirement of Physicel
Stendards - personnel over 40 must be given an Electro-
cardiographic exemination.

Proposed Cardio vesculer survey.

Proposed training of techniciens for oversecs sssignments.
Agssumption of the dutles of the other technicsl sections as
the occesion demands.
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I1. ZX-ray
A, ZX-ray exemination.
1948-49 2,650
1949-50 4,750

1. Routine chest.
2. Other studies.
B. ©Specielized X-ray exeminations:
1. G.I. Series.
2. G.B, Series.
3. Barium enemes.
4. K.UQB.
5. Fluroscopy.
C. Operation of photographic Laborstory for cuick developing
and proceseging of X-ray exposures.
D. Supplementing X-ray analysis.
E. Meintenance of complete X-ray filing system.
¥. Operstion of X-rey survey (estimeted 3000 individual exposures
per year - in addition to all other work.)

ITI. Laborstory:

L, Familierity with, &nd the operation of specislized lsboratory
equipment.

B. Techniecal skill and knowledge of technicues, tests, =nd
chemigtry.

C. Micro orgenism and perisite study.

D. Microscopic study.

E. Accomplishment of routine teste:
1. Urinslyeis

1946-47 1,294
194748 2,661
194849 2,267
1949-50 3,205

(Additional specielized teste in this catagory:
1949-50 3,677)

2. Serological:

1947-48 648
1948-49 1,287
194950 2,187

3. Specislized blood work freguently effected.
e. Blood count - complete
b. Red hlood count.
c. White blood count.
d. Hemoglobin.
e. Differentisel index.
f. Sedimentation rcte.
Rlood chemist
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b. Creatinine.
¢. Blood cholesterol
F. Specislized bacteriologicel and perisitiological examinetions
and study.
G. Study end the sddition of special tests and examinations for
the laboratory routine.
H. Immunizetion — includes completion of shot schedules of
personnel end their dependents.

1948-49 3,591
1949-50 6,972
(The sbove figures represent totel No. of shots)

(in sdditional sssistent is really required to adecustely cope
with the reguirements. Absence of the tecnicisn means sn slmost
complete shutdown of these servicee which are vitel to the

Division operation)

i
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Statistics &nd Requirements branch

Development end operation of:

I. Physicsl Requirements:
L. Civilisn:
1. The colleboration with the Medicel Officer for the
esteblishment of Physicel Reguirements for the vaerloue
Agency positions.
2. Anelysis, study end investigation of completed Medical
histories.
3, Correlates the individusls heslth and general well being
to bhis job.
L. Exemines the conformence of the indivicdual to basic
 physicsl requirements hrefore employment considereation.
£. Determines conformsnce of the individual to Physical
requirements on date of entry on duty.

6. Determines conformence of certein indivicdusls to basic
end other requirements &s to eligibility for foreign
service.

7. The Medicel interview of all personnel, of all gredes,
requiring medicel processing.
&. Interrogetion upon noted ebnormelities end irregulerities.
b. Notétion to the exemining physicien as to suggested
points of emphesis end special cttentlion.
c. Notztion of speciel tests to be performed.
d. Basic psychiztric eveluations.
e. Development of beckground from from. family medicel
and physicsl bhistory.
£. Mdded deteil snd consideration for employees with
oversees essignment, or returning from such an :
assignment.
B. Militery personnel and dependants:
1. Proper recordstion and satisfection of military
recuirements.
2. Processing:
&. Physzical exemination.
b. Treatment.
3. Liaison
&. With various militery orgenizetlons
b, #with verions militery Medicel instellations.
4« Appoiniments:
a. Specislist trectment.
b. Dentul
c. Hospitalization.

II. Immunology: |
A. Study of the immunologicsl requirements of the verious worlc

countries and ports of entry.
B. Meintensnce of basic up to the minute schedule of world wide
recuirements.
of Immunolo-;cal requirements.

«Th 1 3"
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B. Interview of personnel and with their dependants for the
purpose of correlating their immunization schedules with
their peculisr physical state. A preliminesry screening to
avoid deleterious results as in the case of toxidty,
allurgy, etc.

C. Preparaiion and suthenticating immunization schedules.

1. Determination of the types of shots required.
Ze+ Proper timing of shots:
a. In regerd to effectiveness.
b. In regard to the employees own timetable.
3, Scheduling employees &nd their dependents vwith overseas

) &SSigﬂmento 25X9A2
| 1949-50 [
IIT. Epidemiologyﬁ

A. Active and intensive research.
B. Collection and collation of zll aveilable sources of informetion.
C. Finger tip source of up to the minute information for the
intelligence of inquiring individusls or offices.
D. Meintensnce of sn epidemiologicel "War Map" pin pointing out
brezke of pestlence, the type and extent.
F. Establishment snd maintenance of a library of informstion of
epidemioclogical intelligence.
¥. Interview of personnel returning from foreign aqsignment for
acquisition of first hand detalls of local conditions znd
observations on them.
ﬂ}/!. Briefing both individuzls end groups &s to conditions in
: partlcular eress.
1. %hat to guard agsinst.
2. proper precesutlonary methods.
3, Genersl recommendetions as to saf'e mode of living.

Iv. Processing of speciel individuals, covertly.
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